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12410.1 N-INSTRUCTION 

From: Commander, Naval Air Warfare Center Aircraft Division 

Subj : TRAINING AND DEVEMPMENT OF CIVILIAN EMPLOYEES 

Ref: (a) FPM/CPI 410 
(b) SECNAVINST 12410.22A 

Encl: (1) Individual Development Plan 
(2) Request, Authorization, Agreement, Certification of 

Training and Reimbursement, DD Form 1556 
.(3) Provisional Training Form, NDW-NAWCAD 12410/28 

(Rev. l-94) 

1. a. To establish policy and assign responsibilities for 
the administration of education, training, and development for 
civilian employees at all NAVAIRWARCENACDIV sites per references 
(a) and ,(b). 

2. Backuround. Training~and development are essential elements in 
the management of Department of the Navy (DON) organizations and 
activities. The complexity and variety of the mission require 
continual upgrading of knowledge, skills, and abilities to perform 
more effectively today and to retain fully competent employees to 
meet future performance and mission requirements. 

3. Cancellation. This instruction supersedes NACINST 12410.2, 
NAECINST 12410.1G, NAVAIRTESTCENINST 12410.43, NAPCINST 1241O.lC, 
and NAVAIRDEVCENINST 12410.1E. 

4. Policv. The NAVAIRWARCENACDIV will allocate sufficient 
resources to meet immediate and long-range training requirements, 
assure individual employee competency, and provide planned career 
development opportunities for civilian employees. Every employee 
will receive a minimum of 40 hours of meaningful training per year 
to ensure that the NAVAIRWARCENACDIVteam is developed and prepared 
to meet the challenges of the present and the future. Training is 
appropriate when the government can expect to gain more benefit 
from the training than it invests in its costs. The following 
constitute legitimate objectives for civilian training activities: 

a. Improving employee performance of official duties. 
Official duties are those authorized duties which the employee is 
presently performing or can be reasonably expected to perform in 
the future at the NAVAIRWARCENACDIV. 
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b. Providing a means for systematically developing employee 
skills to meet current and future manpower skills requirements to 
better contribute to the mission. 

C. Providing opportunities for development of high potential 
employees for future, mission-related duties and responsibilities 
and career progression. 

d. Providing employees with the necessary competenciesto meet 
changes in organization policy, mission, technology, structure, or 
equipment. 

e. Maintaining 'lstate-of-the-art" specialized proficiencies. 

f. Assisting with the planned upward mobility of lower-level 
employees. 

The NAVAIRWARCENACDIV shall ensure that all employees are extended 
an equal opportunity to participate in training with no 
discrimination because of race, color, religion, sex, national 
origin, age, handicapping condition, or any other discriminatory 
factors unrelated to the need for training. 

5. Resnonsibilities 

a. Director.. The Director, RR0 
shall be responsible for directing and coordinating progressive 
employee trainings and career development programs in keeping with 
the Office of Personnel Management, Department of Defense, and DON 
regulations: integrating such programs with strategies for 
planning, programming, budgeting, and other personnel management 
areas; and ensuring that the work force is equipped to perform 
their current and projected duties in an effective manner. The RR0 
Program Office shall provide guidance and policy for civilian 
training and development programs. 

b. Manasers/supes?risor. Employee training and development is 
a management function. Managers and supervisors at all levels, in 
conjunction with the RRO, are responsible for evaluating employee 
performance, reviewing current and anticipated mission 
requirements, determining where training can be used to bridge 
between employee performance and mission demands, and assuring that 
training is achieved, applied, and evaluated by: 

(1) Staying abreast of policies and objectives of employee 
training and development. 

(2) Identifying specific skills that will be needed, in 
both the short term and long term, to accomplish program 
responsibilities. 
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(3) Developing an understanding and appreciation among 
employees of the significance for continual growth in job 
competence and professional advancement. 

(4) Planning, developing, budgeting, and conducting or 
otherwise making available on-the-job and off-the-job training 
opportunities that will best serve the needs of the organization 
and the individual, 

(5) Ensuring that the training is job-related, distributed 
equitably, and that all mandatory training requirements are met. 

(6) Ensuring that justification of the training source is 
attached to the DD Form 1556 for individual one-tire instances 
where training costs exceed $2,000. 

. 
(7) Ensuring attendance of employees who are scheduled to 

attend a training course or program. 

(8) Evaluating the investment of training and development 
efforts in terms of increased job competency and efficiency of 
operations. 

c. HRO. The Associate Human Resources Director or his/her 
designees ensures that all approved training is in full compliance 
with governing laws and directives. The HRO staff shall: 

(1) Provide career counseling for employees. 

(2) Assist and act as internal consultants to management 
officials on all employee training and development matters. 

(3) Conduct surveys and analyze training requirements. 

(4) Review proposed employee development plans. 

(5) Administer employee development programs. 

(6) Measure and evaluate effectiveness of operating 
programs. 

(7) Develop training programs. 

(8) Prepare training agreements as required. 

(9) Establish adequate record and report systems. 

(10) Prepare an annual activity training plan as an annual 
determination of training needs and anticipated costs necessary to 
accomplish organizational objectives. 
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d. Rmulovees. Civilian employees have ultimate responsibility 
for their own development and expectations of life-long learning 
and will: 

(1) Familiarize themselves with the provisions of this 
instruction and adhere to the policies in requesting and 
participating in training courses/programs. 

(2) Communicate their training and career development 
interests to their immediate supervisor. 

(3) Demonstrate self-interest and initiative in meeting 
their training and development needs and expend the time, energy, 
and effort necessary to achieve career objectives. 

..(.4) Identify opportunities to enhance their value to the 
organization such as acquiring new skills, participating in 
professional associations, joining task forces, etc. 

(5) Consult with the RR0 for professional direction and 
guidance. 

(6) Take advantage of training opportunities made 
available and apply the knowledge, skills, and techniques acquired 
to the assigned job. 

(7) Notify the RR0 of failure to enroll in/complete a 
course which has been approved and follow appropriate policy for 
course withdrawal. 

(8) Ensure that the RR0 receives all evaluations and 
grades as appropriate. 

(9) Submit records and reports of all training. 

6. -dual Devem 

a. Managers/supervisors are responsible for determining, at 
least annually, organizational and individual training needs. The 
individual training needs should be determined in conjunction with 
the performance appraisal process. To achieve the utmost 
efficiency and economy in the total developmental process, 
employees should follow a planned program of development to meet 
their needs and the needs of the organization. The IDP is a plan 
of action for managers/supervisors to use in working with their 
employees. It includes an analysis of career training needs for 
development within the career field and for planning the 
fulfillment of these needs. Enclosure (1) is a suggested format 
for an IDP. 

b. IDPs are mandatory for probationary supervisors, career 
program interns, persons in special employment programs (including 
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Upward Mobility Program participants and Veterans Readjustment Act 
appointees), persons in cooperative education programs, employees 
under special training agreements, acquisition work force members 
until certification at level III is achieved, and Senior Executive 
Service personnel. 

While an IDP is mandatory for only those employees listed 
in &aqraph 6b above, each manager/supervisor is strongly 
encouraged to prepare an IDP with each employee. IDPs are proposed 
programs for planning purposes and do not obligate the organization 
regarding a commitment for training approval or funding. Failure 
to complete all elements of an optional IDP will not be used to 
determine performance ratings. 

7. Tuition Assistance. The basic objective of tuition assistance 
is to encourage and assist employees in increasing their knowledge, 
skills, and abilities to perform the mission of the organization. 
Training must be approved prior to the beginning of the course and 
is subject to the same constraints and regulations as any other 
training in a non-government facility. 

a. Permanent employees may receive 100 percent tuition 
assistance for education courses offered by an accredited 
institution of learning. The RR0 will determine accreditation in 
the event of a dispute. The NAVAIRWARCENACDIV will not pay charges 
such as parking, applications, and late fees. 

b. The training is usually conducted after hours. Supervisors 
may adjust work schedules for those courses which occur during work 
hours. It is the employee's responsibility to request any needed 
work adjustments before registering for courses. Employees are 
prohibited from receiving administrative leave for any part of the 
t~ime they spend in educational courses. 

C. Employees who are assigned to complete educational courses 
as part of an approved training program, i.e., apprenticeship or 
Upward Mobility Programs, may be allowed to do so on government 
time and at government expense as part of their duty assignment. 

a. Employees must have obtained an approved Request, 
Authorization, Agreement, Certification of Training and 
Reimbursement, DD Form 1556 (enclosure (2)), a minimum of 3 weeks 
prior to the beginning of registration. Tuition costs are paid 
through a direct bill method. 

e. To withdraw from a course, the employee must complete an 
official withdrawal form with the school. Within 30 days after 
completion of the course, the employee or the training institution 
will provide the HRO with a copy of the grade report. 

f. Students who receive a failing grade will be required to 
reimburse the government. The RR0 will notify the student of the 

5 



WJ? 3 1994 
NAVAIRWARCENACDIVINST 12410.1 

amount due and the procedures for repayment. Employees who owe the 
government for training funds incurred as a result of circumstances 
beyond their control may request a waiver from repayment. The 
waiver request must be submitted to the Associate Human Resources 
Director or his/her designee, in writing, via the supervisory chain 
of command, within 30 days of the date of the request for 
reimbursement of government training funds. Each request will be 
reviewed on a case-by-case basis. The decision of the HRO will be 
final, 

q. Participation bymilitarypersonnel in career education and 
training through non-government facilities must be approved and 
funded under appropriate military training authorities or authority 
other than the Government Employees Training Act. 

8. Operatina Principles 

a. It is inappropriate to expend training funds for: 

(1) Training that is not job- or mission-related. 

(2) Training for temporary and intermittent employees 
through non-government facilities except when critically needed 
skills can be obtained at less cost through such training. 

(3) Professional licensing fees which are not an integral 
part of an approved training course or a job-related requirement. 

(4) Training of contracto~r personnel unless it is 
specialized training essential to the execution of an approved 
contract. The DON shall not pay the training costs of contractors 
not specifically allowed by Federal Acquisition Regulations. In no 
circumstances shall contractors receive government sponsored 
training to achieve minimum skills or qualifications as stated in 
the contract. 

(5) Payment of examination fees; i.e., college level 
examination program, college placement, comprehensives, etc. 

(6) College courses designated for cooperative education 
credit will not be tuition supported unless the employee/student 
meets the requirements of the NAVAIRWARCENACDIV cooperative 
education program. 

b. Employees will not be paid holiday, overtime, compensatory 
time, or night differential pay while in training except as 
required by the Fair Labor Standards Act. Employees working 
alternative work schedules shall follow local agency guidance for 
work schedule reporting. 

C. Civilian attendance at government expense and participation 
in professional meetings and conferences is encouraged and may be 
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approved for any employee whose primary purpose for attendance is 
training or developmental in nature and whose primary purpose 
includes one or more of the following objectives: 

(1) To acquire information needed in the performance of 
official duties. 

(2) To instruct/brief the meeting group on 
NAVAIRWARCENACDIV/DON work or functions. 

(3) To help maintain state-of-the-art scientific, 
professional, technical, and managerial knowledge and abilities. 

d. Non-government facilities may be selected for training when 
adequate training is not reasonably available from government 
facilities, such as: 

(1) When existing agency programs will not adequately meet 
the need, new programs cannot be established in time to meet the 
need, and reasonable inquiry has failed to disclose the 
availability of suitable and adequat~e programs elsewhere in the 
government; or 

(2) The training programs of government facilities would 
be more expensive (because of costs such as travel, salary, and the 
facility's fee) than the training programs of non-government 
facilities which are adequate to meet the need. 

e. Military members may attend civilian training programs 
when the training is related to their present duty assignment and: 

(1) They perform work similar to that of civilian 
employees. 

(2) They have supervisory and management responsibilities 
over civilian employees. 

(3) They are assigned to duties which require continuous 
civilian/military working relationships. 

(4) When attendance results in no additional cost to the 
government. Normally, participation by military personnel in 
civilian training activities not governed under paragraphs Se(l) 
through 8e(3) above should~ not exceed 10 percent of the total 
participant class and should be assigned only on a space available 
basis. 

9. Asreement to Continue in Service. Before an employee is 
assigned to training through a non-government facility in excess of 
80 hours, he/she must agree in writing (item 38 of the DD Form 
1556) to continue in the employment of the Department of Defense 
after completion of the training for: 
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(1) three times the length of the training period if the 
employee receives a salary during the time spent in training; or 

(2) either lmonth or a period equal to the amount of time 
spent in training, whichever is greater, if the employee receives 
no salary for the time spent in training. 

Failure to sign an agreement when one is required does not relieve 
the employee of the obligation to continue in service for the 
requisite length of time. 

10. Aonroval Authoritv. Authorization for training by, in,. or 
through both government and non-government facilities is required 
before the training begins. Heads of directorates/competency 
centers,are authorized to approve/disapprove all training requests 
for their employees except for long-term training assignments and 
special developmental programs which shall be approved by the Human 
Resources Corporate Team. Training outside the United States must 
be approved by the Office of Civilian Personnel Management. The 
Associate Human Resources Director or his/her designee has final 
approval on all training requests ensuring that provisions of this 
instruction and references (a) and (b) are met. 

11. Action 

a. All requests for training that meet the criteria of this 
instruction shall be submitted on Request, Authorization, 
Agreement, Certification of Training and Reimbursement, DD Form 
1556. Enclosure (3), Provisional Training Form, may be used to 
document informal training occurrences and/or to request that a DD 
Form 1556 be generated. A request for training should be endorsed 
by the cognizant directorate/competency center head or his/her 
designee, and sent to the RR0 at least 3 weeks prior to the 
registration date of the course. 

b. Endorsement certifies that the training course is 
considered to be the most cost-effective means available to meet 
the training need, the training is mission-related, the employee 
meets the prerequisites for the course, the supervisor has reviewed 
the training and determined that it is job-related and a training 
priority, and that sufficient funds are available to support the 
training. 

12. Foreisn Governments. Requests for training by foreign 
governments or international organizations must be submitted by 
cover letter via the RR0 through the chain of command to the 
Director, Office of Civilian Personnel Management, for approval. 
Processing time typically requires 3 months. The request shall 
include the following: 

a. Completed DD Form 1556. 
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b. Brief description (including objectives) of the proposed 
training. 

C. Justification for use of the proposed training facility. 

d. Date by which approval is required. 

13. Forms. Enclosures (l), (2), and (3) may be obtained via 
ordering procedures established by respective administrative 
offices. 

14. Review. The Program Office, RRO, NAVAIRWARCENACDIV, will 
review this instruction annually on its anniversary date and revise 
as necessary. 

Distribution: 
List I 
CONAVAIRWARCENACDIV Indianapolis 
CONAVAIRWARCENACDIV Lakehurst 
CONAVAIRWARCENACDIV Trenton 
CONAVAIRWARCENACDIV Warminster 
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a. 

b. 

0. 

d. 

DISCLOSURE: 

SECTION E - TRAINEE AGREEMENT / CERTIFICATION 

Id. A~REEMWrTO COHTlNUE IN SERYTCE 

This ~rgrrrmcni appIia 10 all non-government bainbag &at exceeds 80 hours (or such designated period, 80 hours or ks, as 
msribrd by lhc ngmq) and for which Ur Governnun: nppmvcr paymen: of training CON prior lo chc commaue,ncti of 
uch rmining. Nolhing conroincd in this rrction shaLl be conurucd as EmL-ing ffie oulhorilg of m ngency to waive. in vhak or 
= JM.?, M obOgntion of nn enqhyee to pq upen.s~s incurred by the Covernmmr in conn&ion w2h the boining. 

I AGREE that upon completion of the Government sponsored training described in this request, I will serve in the 
Department of Defense (DOD) three times the length of the training period; except that if I rereive no salary for the time 
spent in training the period of obligated service will be either one-month or a period equal to the amount of time spent in 
training. whichever ,i.s: greater. me length of part-time training is the number of hours spent in dass or with the 
instructor. The length of full-time training is eight hours for each day of training, up to a maximum of 40 hours a week) 

If I vduntarily leave the DOD and the Federal service before completing the period of service agreed to in item a above, 1 
AGREE to reimburse the DOD for the tuitionand related fees, travel. and other special expenses (EXCLUDING SAIARY) 
paid in connection with my training. However, the amount of the reimbursement will be reduced on a pro rata basis for 
the percentage of completion of the obligated service. (For emmple. if the cost of training is 5900 and I complete 

,~~Wo-thirds,pf the obligated service, I will reimburse the DOD $300 instead of the original SSOO). 

If I voluntarily leave the DOD to enter the service of another Federal agency or other organization in any branch of rhe 
Government before completing the period of service agreed to in Rem a above, I will give my servicing Civilian Personnel 
Office or Training Office advance notice during which time, in accordance with Federal regulations. a determination 
concerning reimbursement or transfer of the remaining service obligation to the gaining agency will be made. r 

~.- - .;: I 

I understand that any amounts which may be due the employing agency as a result of any failure on my part to meet the 
terms of the agreement may be withheld from any monies owed me by the Government. or may be recovered by such 
other methods as are approved by law. 

c. I acknowledge that this agreement does not in any way commit the Government to continue my employment 

(1) mm (Em bf* mw wTo(Em~-lJ 

f. Period of obligated service: 

I 
39. I am not receiving any contributions, awards. or payments in connection with this training, from any other government 

agency or non-government organization and shall not accept such without first obtaining approval from the authorizing 
training official. I agree that should I fail to complete the requested training successfully, due to circumsrances within my 
control, I will reimburse the agency for all training costs (excluding salary) associated with my attendance. 

D Form 1556. Copy I Reverse. hlAR 87 
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PROVISIO- TRAINING FORN 

1. 
2. 
3. 
u. 
5. 
6. 
7. 
8. 
9. 

10. 
11. 
12. 
13. 

14. 

15. 

16. 

17. 

18. 

19. 
20. 
21. 
22. 

Last na.., first pu., RI: i.e.. Seith. Nency L. 
Social Srcurity Number: lIust b. fil1.d in to insur. pmces~ing 
Course Tftl.: Ccmp1.t. tit1. 
courr. cad.: From on-sit. almounc...nt or ertalog 
Credit Eours: Nuebrr of cr.dit h.ruS prr collrg. COUI.. 
Sch.du1.d D.t.s: Fro. (NNfDDfyr) to (NNfDD/YY) 
Duty Hours: i.e., 0040 for. PO hour c..r.. 
Non-Dutr Eoursr i..., 0048 for 3 hour . . . ..t.r =..I.. 
Syrtu Nntry D&r: Dat. .ntrp clerk will rpn0t.t. date upon mat- into AT.8 <.utout.d 
tr.iai.g seat..), .tc. 
Serirl Nuabarr sari.1 nrubrr . ..ign.d upon .ntq into spstu 
Vendor Nu. and Addrasr: Cmp1.t. in full 
Vendor UIC: Ccmp1.t. if knoom 
Training location: City plus PQI. of tr8ini.g sit.; i.e., W..hington D.C., Crprt.1 City 
urrdott 
HO.. Addr.ssr Eolp1.t. in full. Option is prov2d.d if uplcq.. ri.h.8 not to h.r. ho.. 
addross print.d on form 
Pay P1.m chilian, i.e., QN, QS, WQ; 

u1it.q. i..., So - 0fficrr 
s.ri.a/Rat.:-' * Civili.., i.e., 0801 

Ulitary, i-0.. 8381 
Gs.d./R.nki Civilian, i.e., 11 

llilitrzy, i..., E6 
Position Titl./Function: Vs. offici.lpo.ition d.scriptiontitl. orbill.ttitl., i..., Supvp 
El.ctric.1 1Engixm.r 
Do you require sprci.1 f*ciliti.s/.guip..ntr S.lf .xp1m.torp 
sup.rrisory 1.r.l: C&cl. appr0pri.t. l.r.1 
Orgrniration uiling 8ddr.s.: C.9.pl.t. i. full 

what is *our training obj.ctirai 6nt.r Four objective fortrlring thi. trrining, i..., 'tbir 
tr.i.ni.3 vi11 help 1. d.r.lop .kills t. better c -hat. with intarn. c..to..r. by using 
TQN t*chniqu.8. This tours* ir rlso . r.quiru.nt of SEUDP.. 

23. tart Infor..tion: 

24. 
25. 

Job N..b.r and P&Fins Cost C.nt.r: Job 0rd.r nprber and the cost c.ntar which i. paying the 
cost Of the tr.i.ing 
Tuition* The CO& Of the COYI-‘. 
?.a=: I)ssosiat.d costs of th. COlaI,. 
rr.r.1t EStiut.d tr...port.tion co&. 
P.r Di..: Sstieated par di.. costs 
Tot.1 CO&: Tot.1 .ll 1in.s under cost inforestion 
Ply..&.* Circl. th. ..thod of py..nt to ruidor 
Office Phon.: Area cod./DsN/nu.b*r. i.e., 317/369/353-7501 
UIC Nuebrrr Fill in th. .ppmpri.t. n..b.r 

00163 xndi.n.p.1i. 65980 WESEA 
00421 Paturent Rir.r 66098 N.r.1 Ho.pit.1 P.x 
62269 nuc.i.n~t.r 68520 NRDOC 
62376 Tr.nt.n 68626 NAN0 
68335 L.k.hur.t - . . . -. - 

Instructions for Eorpl.ting Foorr 

26. PrLOfityt Ci.mzI. 011. 
27. N&hod of Trainings Circle 0.. 
28. Sourc./V.ndorr Circle OP. 
29. Purpo~et circ1. 0.. 
30. For..1 Trrining Progru: circle .ppmpri.t. umw.r 01 if up1c.F.. i. not in officirl 

trrintng progru, cirel. "Q" 
31. addition.1 R.gi~tr.tion/Juatifie.tio. docxmmt. to b. fonrrrdmd to ERO? Circl. 8ppropri.t. 

.PSV.L-. Att.ch mp doculents to thi. for. md forward 
52. - 3s. Signatures will n..d to b. 0bt.in.d prior to s.b.itti.g to RR0 

'ROVISIONAL TRUNINQ FORM 
DW-NAWCAD 12410/28 (R.v. l-94) (Ick) 


